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What we will discuss:

¢ How to locate and save the Invoice
Workbook

¢ Instructions for submitting invoices and
budget modifications

¢ Required supporting documentation for
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Additional Documents

=== ¢ TYD Fiscal Responsibilities PowerPoint
B slides

¢ Invoice Workbook
¢ Instructions and sample invoice forms

¢ Invoice Supporting Documentation

¢ Instructions and sample forms
¢ Modification Request Scenarios

¢ Eligible and Ineligible Project Expenditures
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How to locate the Invoice Workbook

N

Board of State and Community Corrections

\BSCC

Welcome to the Board of State and Community Corrections

The California Board of State and Community Corrections provides . "
leadership to the adult and juvenile criminal justice systems, AL 2 g -k
Executive Steering Committees
Scoring Panels

Grants Training Inspections Construction

Invoice workbooks are located on the Board of State and Community
Corrections (BSCC) website under the Corrections Planning and Grant
Programs Division (CPGP) webpage:
http://www.bscc.ca.gov/s_correctionsplanningandprograms/
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http://www.bscc.ca.gov/s_correctionsplanningandprograms/

How to locate the Invoice Workbook

‘cov
gCALIFORNU\ AbouttheBSCC Committees Resources

CURRENT FUNDING OPPORTUNITIES

Corrections Planning and Grant Programs

The CPGP Division administers federal and state grant programs for local partners that are designed to reduce recidivism through i ion, education, and ion strategi CPGP QUICKLINKS

Meetings Data &Re:

CPGP Grants Overview - PDF

Key responsibilities:
1. Ensure the fair, prudent and efficient distribution of state and federal grant funds
2. Preventand reduce crime b idence-based practices

3. Engagein collaborative pla and information-sharing
4, Provide grant related training and other technical assistance
July 2016 BSCC Grant Administrstion Quide

CPGP

State and Federal Grant Programs

BSCC Data Dashboards

Explore Programs & Services in Local Corrections Systems

On the CPGP webpage, locate the CPGP Quick Links and
select Grantee Invoicing.
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How to locate the Invoice Workbook

. 1} Scttings

gCALIFORNIA Aboutthe BSCC Committees Resources Meetings Data & Research Newsroom  Search

CPGP QUICK LINKS

Grantee Invoicing

The invoice workbook links below are password protected, macro-enabled Excel files. 5)  July2020 BSCC Grant Administration Guide

You must enable macros in order for the forms to work as designed. A macro is a series of commands or instructions and functiens such as calculations that are stored within the documents for tasks that are

performed regularly and repeatedly. Note: Enabling macros will in no way compromise the security of your local system, nor the security of your agency’s network.

CPGP Home
Depending on the macro security settings on your computer, when you select your agency's file, you may get one of two prompts:
1. A prompt to choose whether to enable or disable macros when you access your agency's file. If you do get this prompt, select "Enable Macros"; or
2. A Security Warning prompt that allows you to trust any document containing macros from the Board of State and Community Corrections (BSCC). Check the box next to "Always trust macros from this >} July 2016 BSCC Grant Administration Guide
source"; then select "Enable Macros". In the future, when you open your invoice workbook from the same computer, macros will be enabled and you will not have to repeat this step.
You will next get a prompt to enter your agency's password. If the password is entered correctly, the invoice/modification form will open up and will be ready to receive information. () Community Corrections Partnership (CCP) Plans

For further instructions, see the Instructions tab on your inveice workbook.

A Invoice Workbooks are located under the respective grantee program.
A Scroll down the Grantee Invoicing page to find the appropriate grant program.

A Click on the expand icon.

Tribal Youth Diversion

TYD Cohort 1 (Grant Period: July 1, 2019 to June 30, 2022

TYD Cohort 2 (Grant Period: July 1, 2020 to December 31, 2023)

CUIVIIVIUNI T Y
CORRECTIONS



How to Save the Invoice Workbook

Tribal Youth Diversion

2019-22 Tribal Youth Diversion

A Right click on the

file and select
Save Link as.
Save the
workbook to your
local computer.

Do not rename
the file.

Exit the web
browser and work
directly from the
saved file.

Prior to each
reporting period,
download and
save the
workbook.

Karuk Tribe —
Open link in new tab

Open link in new window

Cohort 1 (Grant | Open link in incognito window

Cohort 2 (Grant | 5
Save link as...

9 Save As

&« v+ B 2019 Tribal - C... Invoice Workbooks

Organize ~ New folder

W" 3D Objects Date modified
I Desktop

B Documents No items match your search.
Downloads
Music

B Pictures

& Videos

2 Windows (C:)

= candace keefauv

<® Public Drive (P:)

File name: | 19-22-TYD-Invoice-Karuk-Tribe ‘
Save as type: Microsoft Excel 97-2003 Worksheet &




Passwords and Formulas in the Invoice
Workbook

A Each time the
grantee opens the
workbook, they will '20-23 TYD Invoice Template.xIsm' is protected.
be prompted to
enter a password.
The password is the Cancel
grant agreement
number (e.g. 990-

Password

Password:

19) AutoSave < 20-23 TYD Invoice Template - Saved
File Home  Insert Draw Page Layout Formulas Data Review  View Developer  Help
a . — o General - ﬁ Conditional For
A In most cases, : L ]
Excel will prompt & U - H v o [ el styes v
the grantee to Number 15 Styles

enable macros @ SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content

When this prompt
appears, select
Enable Editing then
Enable Content.

Program: Tribal Youth Diversion Grant



Forms Included in the Invoice Workbook

File Home Insert Draw Page Layout Formulas Data Review  View Developer Help  Acrobat O Search 1% Share = &2 Comments

. = X ; = T General | [ conditional Formatting v &HInsert v > ? p
A The |nVO|Ce A~ i $ v % 9 [HiformatasTable - Epelete v [+ Sir‘t& Find &

0 .00 @ Cell Styles v [ Format v 6> ¥ Filter v Select v

Workbook is an M : - A

Clipboard Number Styles Cells Editing

EXCGI flle ] . f Grantee Name

D 3

EUAGEL R Purchase Authority
a r r a. n g e y 2 |BOARD OF STATE AND COMMUNITY CORRECTIONS Purchase Order
= Py N

3 [Financial Invoi m: BSCC 21

WO r kS h e et ta b S BLGOIANT) Tribal Youth Diversion Grant Please Note: The California State Controller’s Office will send all
. checks directly to the address listed in the "BSCC Vendor Data”
Grantee:| Grantee Nanle Lead Public Agency: Lead Agency Name setion atthe botiom of this invoice.
=
Contract #:  Xx-Xx Term: 71112020 TO 9/30/2023 Invoicing Frequency  Quarterly
l \ F I n an C I a.l I nVO I CeS Invoice #: 1 Reporting Period: 71112020 TO 9/30/2020 Due: 11/16/2020 Final Invoice (Y/N): No
Foin Budget Prior Expenditures This Reporting Period Ad
O r I I l Grant Funds Match TOTAL Grant Funds Match TOTAL Grant Funds Match TOTAL Grant Funds Match TOTAL Disbursements
7ST Advance|

[ salaries & Benefis | 5 $ $ $ $ $ -|s -|s [1025719)
20 1) [ Serices & Supplies | § $ $ $ $ $ -8 -1 -ls
Professional R |s s s -ls -|s -|s -|$
Q nd Advance|
Vance : * : s s ¢ s N [enter date]|
5 $ $ $ $ $ -3 B

Payment Invoices
(Form BSCC
201A)

A A Budget A Project Narrative
Modification Form A A schedule of Invoice Reporting Periods and Due Dates
(Form BSCC A The Invoice Workbook Instructions
223)

tion
1st Advance Payment [JI\Yel{dJ W INVOICE 2 | 2nd Advance Payment | 3rd Advance Payment | MODIFICATION REQUEST | ProjectBuc... @ : ¢



Quiz

<. Save the workbook to your computer
»\E without renaming it, exit the web browser
and work directly from the saved file.

/o Save the workbook to your computer,
&Z3) rename it with your pe

7

—directly from the saved file.
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Questions?
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Financial Invoice - Form BSCC 201

This Reporting Pelod
Sorra Ve, oA S

A The Financial

$ Invoice Is a

T statement of
expenditures; it
== does not issue
=] payment.

— i A Grantees must
submit Financial
= Invoices to the
’ BSCC on a

guarterly basis.




Financial Invoice - Form BSCC 201

Program: Tribal Youth Diversion Grant Please Note: The California State Controller's Office will send all
checles directly fo the address listed in the "BSCC Vendor
Grantee: Grantee Name Lead Public Agency: Lead Agencyl Name | Data” section at the bottom of this invoice.
L ]
Contract # 00X Term: T7M1/2020 TO 9/30/2023 Invoicing Frequency Quarterly
Invoice #: 1 Reporting Period: 7172020 TO 9/30/2020 Due: 11/16/2020 Final Inveoice (Y/N): No
Line ltems Budget Prior Expenditures This Reporting Perfod Balance Advance
Girart Funds Match TOTAL Girart Funds Match TOTAL Girart Funds Match TOTAL Girart Funds WMatch TOTAL Disbursements
Salaries & Benefits | $ s -l 3 Y -l s 3 3 - $ s L’;f;‘:%”fg,
Services & Supplies | % ¥ ¥ - ¢ ¥ k3 -1 % £ 3 -1% ¥ ¥ -1%
Frolessional $ % s s ¢ s |+ ¢ s -|s ¢ t -
crvices
et A
WE0 Subcontracts | % $ + - E $ NE: E 3 - 3 t - et
Eauipment{Fived | % s - $ s -l $ 3 -l % s -
ssels #
Diata Collection & B BE) - BE BE BE: B -1k B E B - e -
Project Evalugtion | % s s -« -l s -l s N -l -1k . s e - 'i',”f‘a"*:::,
Other % -l -l - NE] BE; SE B -k NE -l -l s - B
Indirect Casts & B BE) - BE BE BE: B -1k B E B - e -
TOTAL s -ls -ls -ls s 3 NE s -l s BE

<« | 1st Advance Payment [JIS\e]J[¢ 3l INVOICE2 | 2nd Advance Payment | 3rd Advance Payment | MODIFICATION RE

A In the section titled This Reporting Period, enter the line item
expenditures incurred during the reporting period.

A Expenditures should be rounded to the nearest whole dollar.

A If an amount entered is greater than the available balance, an error
message will appear.



Financial Invoice - Form BSCC 201

Expenditure Descriptions — Units ! # Amounts Commen ts
rrrrrrrr Ar 3
Salaries i
Benefits
Makzh 3
Grant Funds 3
Services ik
Supplies
Makzh %
rrrrrrrr Ar 3
Professional
Senvices
Makzh 3
Grant Funds 3
NGO
Subcontracts
Makzh %
rrrrrrrr Ar %
Equipment {
Fized Azzets
Makzh 3

A For each dollar amount entered as an expenditure, enter
a brief description in the corresponding Expenditure
Description cell.




EXAMPLE

Project Budget Narrative
o SadaresandBerefts ]

Name and Title (% FTE or Hourly Rate) & Benefits Grant Funds Match Funds Total
Project Director $60,000 per year + 25% benefits = $75,000 $75,000 $0 $75,000
30 30 $0

Financial Invoice I Expenditure Description

Expenditure Descriptions - Units / $ Amounts

.75 FTE Project Director x 35,000/mo x 3 months + 25% benefits = 514062
Grant Funds 5 14,062
Salaries &
Benefits

Match 5




EXAMPLE

Project Budget Narrative
o SadaresandBerefts ]

Name and Title (% FTE or Hourly Rate) & Benefits Grant Funds Match Funds Total
Project Director $60,000 per year + 25% benefits = $75,000 $75,000 $0 $75,000

$0 $0 $0

Financial Invoice I Expenditure Description

A Project Director 30 hours per week x 3 months @ $5,000
per month + 25% benefits = $14,062

A 0.75 FTE Project Director xr® ($60,000yr) = $11,250 +
25% benefits ($2,812) = $14,062



Questions?
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Advance Payment Invoice T Form 201A

A Grantees will receive three
advance payments. Each advance
payment will be one-third of the
total grant award.

A The first disbursement shall be
within 75 days of the grant
agreement execution date. BSCC
will issue the 15t advance payment
on the grantees behalf.

A When the grantee has expended
80% of the 15t advance payment,
the grantee may request the 2nd
advance payment. When the
grantee has expended 80% of the
cumulative total of advance
payments, the grantee may request
the final payment.

A Grant funds shall not be comingled
with any other funds.

I A separate bank account is not
required.




